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STATINTE CENTRAL INTELLIGENCE GROUP co — 
4 : Wanhington, D. C. PLN ACD: ict thet. 


Circ. MEMORANDUM 11 February 1947 
No. 


| SUBJECT: Accountability and Responsibility For Property at 
CIG Installations (Effective until 30 June unless 
sooner rescinded) 


lL. GENERAL 


eae ote ccenn tes ee tntentine Ot 


a. Authority 


In accordance with the provisions of USCA 
Title 31, Sections 89, 90, 91, 92, the Central Intelligence 
Group, as an independent agency, is responsible for the 
establishment of policies and procedures pertaining to all 
phases of property accounting. A complete series of prop- 
erty regulations are in process of publication, and will be 
issued to all activities upon completion. 


b. Purpose 


This order is the authority for the establishment 
of uniform property records to be maintained and procedures 
to be followed in accounting for supplies and equipment at 
. all CIG operating units and installations except those 
activities under the jurisdiction of the Director of The 
Office of Special Operations. Immediate action will be 
po taken to comply with the provisions of this order which are 
effective upon publication. 


2. ACCOUNTABILITY 


a. "Accountability" is the obligation of an individual, 
log officially designated to maintain a formal record of CIG 
property on a stock record account. An individual so desig- 

nated by a superior to maintain a formal basic record, show- 
| ing by item the receipt and disposal of property, and the 
y quantity of property on hand, will be referred to as an 
| accountable Supply and Property Officer. 
. 


\ 7 bd. Any commissioned or warrant officer of the U. S. 
Army or Navy, or any U. S. civilian employee, CAF.-7 or 

above, may be designated as an accountable officer for 

public property under the jurisdiction of this agency. 


3. RESPONSIBILITY 


a. "Responsibility" is the obligation of an individual 
for the proper custody, care, and safekeeping of Government 
property entrusted to his possession or under his super: 
vision whether or not a signed receipt has been given. 
Responsible: individuals are not required to maintain a formal 
- - stock record account for property in their possession, but 
ao a the maintenance of an informal record of receipts and dis- 
 bursements is advisable. 


f 
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joe "Dirset responsibility" ds ugod to indicate 
the responsibility of an individual to whom property 
Ss has beun entrusted and who is specifically charged 
with its care and safekouping. 


weit ec 


| 

ce. "Supervisory responsibility" indicates the 
responsibility which will be exercised by the senior 
{ndividual of an installation or unit such as a branch, 
division, etc., to insure that all property over which 
he has jurisdiction is safeguarded, administered and 


accounted for. 


2 Sey CEr Tia a ees Stalaediteie 


., EXPENDABLE AND NON-EXPENDABLE PROPERTY 


a. Non-expendable property includes all supplies 
and equipment not consumed in use and which ordinarily 
retain their identity during the period of use, such as 
vehicles, machines, desks, and typewriters. 


GRR ee a re ae 


bv. Expendable property includes all supplies and 
equipment which are consumed or lose their separate 
jdentity in use. Spare parts, which are used to repair 
or complete other articles, office gupplies, such as 
stationery, pencils, etc., are considered expendable 


items. 


pase Kae Ses 


G. For accounting purposes, non-expendabie items 
of housekeeping equipment and office supplies having a 
unit value of less than $1.00 will be considered expen- 
dable upon issue, and will not be carried on the records 
of the Accountable Supply and Property Officer. Such 
items include: cups, glass, sponge; pads, stamp; rulers, 
wood; removers, stapler; trays, glass, ash; blotters, 
rocker type. 


5, ESTARLISUING AND MAINTAINING STOCK RECORD ACCOUNTS IN 


ASHINCTON AREA 


eee ormeeatengien na em 


a. General 


i. 


(1) Arrangements will be made by the various 
offices and branches in the Washington Area to 
determine the level at which accountable Branch 
Supply and Property Officers will be appointed. 
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(2) Normally, accountability will be established 
at the branch level; however, this is not mandatory. 
The organizational structure of the office, and its 
suburdinate units (branches, divisions, etc.), 
should be the primary factor in the dutermination 
of the accountability level. . 


1c 


Establishing Accounts and Account Numbers 


(1) After the accountability level has been estab- 
lished, office, branch, and/or division chiefs will 
take immediate action to effect the appointment of 
an accountable officer for their respective units. 
Individuals designated as accountable Branch Supply 
and Property Officers will familiarize themselves 
with the offices or groups of offices under the 
jurisdiction of their unit. Utilizing Form 36-13, 
the Branch Supply and Property Officer will estab- 
lish an "Accounts Control Register" (Sample 
Attached) for using offices within his unit. 


(2) Rach office or group of offices will be 
assigned an account number by the Branch Supply 
and Property Officer. One individual within the’ 
office or group of offices will be designated as 
the responsible person for the property issued 
to that account number. 


¢. Inventory Procedure : 


STATINTL (1) Administrative ag dated 25 
October 1946, required that tory as 
of 1 November 1946 be used as the basis for 
all accountable records. All property within 
the branch, including svpplies and equipment 
in the possession of imi ividuals, will be re- 
ee vad flected on the records of the Branch Supply 
and Property Officer. 


Hiluedeite edie a tie At 


(2) Upon completion of the inventory, the 
property on hand in each account will be listed 
on a Form No. 36-7, "Request for Supplies, 
Equipment or Services," (Sample Attached), 
prepared in quadruplicate by the Branch Supply 
and Property Officer. Three copies of Form 36.7 
will be forwarded to the responsible individual 
in each account for checking and signature. One 
copy will be held in suspense by the Branch 
Supply and Property Officer. 


Sa diand iin eh Ataeetacat 


Releage 2003/03/10 : CIA-RDP81-00728R000100020005-7 


_ Lara ae is 


Approved For Release 2003/03/10 : CIA-RDP81-00728R000100020005-7 


Side ae 
da. Consolidation of Inventories 


(1) When the two signed copies of Form 36-7 
are returned by the responsible individuals 
within the unit, the Branch Supply and Property 
Officer will consolidate all the original copies 
by item. This will constitute the Branch Supply 
and Property Officer's consolidated opening in- 
ventory which will be vouchered and posted as a 
debit to his stock record account. The signed 
original copivs of Form 36-7 will becomy sub- 
vouchers to the consolidated inventory, and will 
be filed as such in the vouchur file under one 
debit voucher number. The signed No. 2 copies 

of Form 36-7 will be filed in individual jacket 
files established for each responsible person 
after the forms have been posted by account number 
to the section entitled "Accounts Control" on the 
reverse side of the "Stock Control Card," Form No. 
36-14. (Sample Attached). 


(2) Two copies of the consolidated opening in- 
ventory will be forwarded to the Chief, Property 
Control Section by the Branch Supply and Property 
Officer. 


a, Forms to be Used ond Records to be Maintained 
(1) The stock record accounts established by 
the Branch Supply and Property Officers will be 
maintained by item on individual "Stock Control 
Cards," Form No. 36-14. The face of the Form 
No. 36-14 will be used to maintain a running 
balance of each type of non-expendable property 
issued to his unit. This balance will represent 
the Branch Supply and Property Officer's total 
accountability for that item. The reverse side 
of the Form No, 36-14, known as "Accounts Con- 
trol," will be used to maintain a running balance 
by item of property held by responsible indivi- 
duals in each account. The total of the balance 
of the individual accounts on the reverse side 
of Form No. 36-14 should equal the quantity 
shown in the "Balance" column on the face of the 
"Stock Control Card.” 
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(2) Branch Supply and Property Officers will 
maintain a "Voucher Register" on Form No. 36-15 
(Sample Attached) which will be used to record 
‘by number the vouchers that are posted as trans- 
actions to the "Stock Control Card." After such 
entries have been completed, the vouchers will 
be filed in the voucher file. 


(3) Individual jacket files will be established 
and maintained for the responsible individuals of 
each account serviced by the Branch Supply and 
Property Officer, All vouchers representing trans- 
actions between the Branch Supply end Property 
Offiever and the responsible individual of the — 
accourt will be filed in the jacket file for 

that particular account after said transaction 

has been posted to the "Accounts Control" gection 
of the "Stock Control Card." 


f,. Postings to the Stock Record Account 


(1) All non-expendable property received from 


25X14 Ce iene | Services Division, or from 
any aS coez—WLiLl ‘be posted as a debit to 
the "Stock Control Garde" maintained by the Branch 
Supply and Property Officer. 


(2) Issues made to individual accounts will not 
constitute a credit to the stock record account 
of the Branch Supply and Froperty Officer, but 
will be posted to the "Accounts Control" section 
on the reverse side of Form No, 36-14, The 
total. accountability of the Branch Supply and 
Property Officer is not changed when "Memorandum 
Reveips” issues are made to individual accounts 
withio che unit. 


(3) Returns of excess non-expendable property 


25X1 to the Services Division, or any 
other dispositions made _in accordance with. in- 
| structions from the will be i 25X41 


posted as a credit to the “Stoc Tontrol Cards" 
of the Branch Supply and Property Officers. 
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(4) Expendable supplies, such as stationery, ° 
office supplies, etc., will not be carried on 
the stock record account of the Branch Supply 
and Property Officer, nor will they be reflected 
on the "Accounts Control” section of Form No. 
36-14, Expendable supplies may be requisitioned 


by the responsible individual of the using office 
directly ee eal erty Services 


Division, 


(5) Non-expendable property transferred from 
one Branch Supply and Property Officer to another 
Branch Supply and Property Officer will be listed 
on a "Property Turn-In or Transfer Slip," Form 
No, 36-24 (Sample Attached) or on WDAGO Form No. 
47, prepared in sextuplicate by the consignor 

or transferring officer. The consignor will re- 
tala two signed copies of the property transfer 
document, one of which will be posted as a credit 
voucher. on the face of the "Stock Control Card" 
and subsequently filed in the voucher file, The 
other copy will be posted to the "Accounts Con- 
trol" section on the reverse eide of the "Stock 
Control Card," and placed in the individual 
jacket file of the responsible officer being re- 
lieved of the property. ‘The consignee, that is, 
the receiving accountable Branch Supply and 
Property Officer, will use one copy of the trans~ 
fer document to debit his stock balance on the 
face of the "Stock Control Card,” and file same in 
the voucher of the "Stock Control Card," and 
will be placed in the jacket file of the receiving 
responsible officer, The consignor will forward 
two #igmed copies of the property transfer docu- 


ment to eee oI the 
transaction nas been completed. 
Records Maintained by Supply Section 


Accountability will be established and stock 


record accounts will be maintained by those individuals 
who are responsible for the storage and issue of supplies 


and equipment under the control of thef 


Services Division. 
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6. ESTABLISHING AND MAINTAINING STOCK RECORD ACCOUNTS AT 
INSTALLATIONS OUTSIDE OF WASHINGTON AREA 


a. Inventories 


(1) Imstructions from Washington directed that 

an inventory of all non-expendable supplies and 
equipment in use, and all expendable and non- 
expendable property in storage, be taken at each 
station as of 1 November 1946, 


(2) This inventory should have included the 
supplies and equipment on hand at the station 
and non-expendable property at satellite in- 
stallations under the administrative control of 
the station. The property taken up on the 1 
November 1946 inventory will be used as a basis 
for eatablishing stock record accounts. 


(3) All Government property in the custody 

of individuals at a field installation will be 
reflected on the stock record account of the 
accountable Supply and Property Officer, The 
property will be issued to the individuals on a 
"Menorandum Receipt" basis, and upon separation 
or transfer, the individual will return said 
property to the accountable Supply and Property 
Officer, and will obtain a receipt for seme. 


b. Forms to be Used and Records to be. Maintained 


(1) The accountable supply and property 
officer for each station will maintain stock 
recorad sards by item for al] non-expendable 
and e:osndable supplies in stock available for 
icnue, and for all non-expendable property 
issued on a "Memorandum Receipt" to using 
offices within the station and to satellite 
activities under the jurisdiction of the 
station. Form No. 36-17, "Stock Record Card," 
(Sample Attached) or AGO Form No. 421 may be 
; utilized for maintaining stock record accounts. 


(2) Im addition to the stock record account, 

the accountable supply and property officer will 
be required to maintain individual jacket files 
for property issued on "Memorandum Receipt." A 
"Voucher Register" should be kept on Form No, 36-15 
(Sample Attached) to record by number the vouchers 
which are posted as transactions to the stock 
record account. . 
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c. "Memorandun Receipt" Issue 

(1) © Non-expendable property used within the 
station and in satellite activities under the 
Jurisdiction of the station will be issued by 
the accountable supply and property officer on 
a "Memorandum Receipt" basis to responsible 
individuals. Upon issue, the "Balance on 
Hand" column of the "Stock Record Card, " Form 
No. 36-17, will be credited and th "Memorandum 
Receipt" balance will be increased. When AGO 
Form No. 421 is used, the "utility" column 
will. be utilized for the "Memorandum Receipt" 
entries. 


(2) The balance on hand, together with the 
balarce issued on "Memorandum Receipt" as shown 
on tha "Stock Record Card" will represent the 
tolai accountability of the accountable supply 
and property officer for any particular item. 


(3) Accountability for expendable supplies 
ceases when issues are made by the accountable 
supply and property officer; the receipted 
transfer dociment will constitute a dredit to 
his stock record account. 


ad. Property Acquisitions and Dispositions 


(1) The accountable supply and property 
officer of each station will prepare a | 
"Consolidated Property Report, " Form No. 
36-22 (Sample Attached) as of the last day 
of eack month. This report will indicate 
by ite the totul pains or losses of non- 
exypendadle proverty which have occurred 
during the month. Items whose balances 
have not increased or decreased during the 
reporting period will not be included on 
the Form No. 36-22, 


(2) Form No. 36-22 should be prepared 

in triplicate by the accountable supply and 

property officer. The original and one copy 
will be forwarded, through channels, to the 


Chief of Services, Washington, D.C., Atten- 
tion: (em to arrive 
not later than th: 15t ay of the following 


month. 
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(3) "Memorandum Receipt" issues and returns 
do not constitute a change in the total ac.. 
countability of the accountable supply and 
se property officer, and such transactions will 
not be included on the "Consolidated Property 
Report." Receipts will include property re- 
ceived from local Army or Navy supply sources, 
Services Division, Washington, local purchase, 
and all property turn ins, except memorandum 
Receipts, made by individuals and/or using | 
agencies. Overages accounted for on "Reports 
of Inventory Adjustment" will be classified as 
receipts. Disbursements will include all issues 
(except memorandum receipt) and transfers of 
supplies and equipment. Shortages accounted 
for on "Survey Reports" and on "Reports of 
Inventory Adjustment" will also be classified 
as disbursements. 


7. AUDITS 


All property accounts, maintained by designated accountable 
supply and property officers will be subject to periodic audits 


. and _ inspections by a representative of a | 25x11 
— 25X11 | Wesisaeton, Accountable officers may be held pecuni- , 


arily liable for any discrepancies which are discovered in the 
course of the audit unless such discrepancies can be satis- 
factorily explained and corrected. 


8. PROPERTY CLEARANCE FOR INDIVIDUALS 
ae Washington Area 


(1) All individuals must obtain a sicned 
propervy clearaace from their Branch Supply 
and, Property Officer upon separation or trans- 
fer, and no final payment will be made by the 
finance officer until such clearance has been 
obtained. 


| (2) Property in the possessien of individuals 

| who are being separated or transferred will be 
returned to the Branch Supply and Property Officer, 
| 
| 


[o* 


Outside Washington Area 


4 (1) Upon separation or transfer from a 
Station outside the Washington area, all 
: individuals must obtain a signed property 
Clearance from the accountable supply and 
property officer. All property in the i 
possession of such individuals should be 

turned in to stock prior to departure, and | 
a receipt for same will be given to the in- 
dividual by the accountable supply and 

: property officer. 
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(2) Personnel returned to the U. S. from overseas 
installations will not be allowed to retain any 
Government property unless said property is essential 
for the completion of the journey. The items re- 
tained, if any, will be listed on the reverse side 

of the property clearance certificate, and will be 
immediately returned to appropriate Services Division 
Supply Officers upon arrival in Washington. 


9. LOST, DAMAGED, OR STOLEN PROPERTY - SURVEYS 


a. 


General 


(1) The policy of this agency contemplates that some 
individual will be responsible at all times for the 
care and safekeeping of Government property. In cases 
where property is lost, damaged, stolen, or destroyed 
by causes other than fair wear and tear in the service 
of the Government, the responsible individual will pre- 
pare a "Survey Report", Form No. 36-18 (Sample attached) 
in accordance with the procedures outlined below. 


(2) "Survey Reports" must be initiated by the respon- 
sible individual within thirty days after the loss, 
damage, or destruction has been discovered. 


Preparation and Distribution of "Survey Reports" in 
___ Washington Area 


ed em ete 


(1) The responsible individual will initiate "Survey 
Report" Form No. 36-18 prepared in sextuplicate, for 
lost, damaged, or stolen property. If the individual 
preparing the "Survey Report" holds the property on a 
"Memorandum Receipt" basis and is responsible but not 
accourtazle, he will forward the original and four copies 
of the repoit to his Branch Supply and Property Officer, 
whe will post one copy as a credit to his stock record 
account. Another copy will be used to make appropriate 
deductions from the "Accounts Control" section of the 
"Stock Control Cards" and will be filed in the re- 
sponsible individual's Jacket file. The original and 
two copies of Form No. 36-18 will then be forwarded to 
the Property Control Section for investigation and 
action. 


(2) When an accountable Branch Supply and Property 
Officer initiates a "Survey Report" as the responsible 
individual, an original and three copies of Form No. 
36-18 will be prepared. One copy will be vouchered, 
posted to the stock ‘record account of the accountable 
officer, and filed as. a suspense voucher. The original 
and two copies of the "Survey Report" will then be for- 
warded to the Property Control Section for investigation 
and action. . 
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(3) Final decision on all "Survey Reports" will rest 
with the C,I.G. Property Survey Board. The Chairman 
of the Board will act on suid "Survey Reports" for the 
Director, Central Intelligence Group. 


(4) When final action has been completed on the 
"Survey Report", one copy will be returned to the 
responsible initiating individual and it will be filed 
by him as a valid voucher in lieu of the suspense copy 
which he has retained. 
Preparation and Yistribution of "Survey Reports" 
deeciossionsia a OUNBIGe Washington Are Ge tla is 
(1) Supplies and equipment lost, damaged, or stolen, 
will be listed on a "Survey Report" Form No. 36-18, 
initiated in quintuplicate by the individual having 
irect responsibility for the property. Chief of 
Stations will appoint a disinterested investigation 
officer (civilian or military) toe examine available 
evidence regarding the loss. damage, or destruction, 
and his findings will be included on the reverse side 
of the "Survey Report". 


(2) If the responsible individual is not accountable 
and holds the property on a "Memorandum Receipt" 
basis, an original and three copies of the Form No. 
36-18 will be forwarded by him to the accountable 
officer. The accountable officer will use one copy as 
a credit voucher to clear his stock record account for 
the items lost, damaged, or stolen, and one wther copy 
will be signed by the accountable officer and will be 


forwarded to the chief of station for final approval 


or disapproval, After the "Survey Report" has been 
approved by the chief of seen one copy willbe 
retursed to the originator vy will be for- 
warded to the 
for informatiomer—pow S75 


(3) When an accountiuble officer initintes the "Survey 
Report", an original and four copies will be prepared 
by him. One copy will be posted t: his stock record 
account and filed as a suspense credit voucher. The 
suspense voucher will not be considered a valid voucher 
until an approved "Survey Report" signed by the Chief 
of station is returned to the Accountable officer Con- 


cerned. 


Washington, D.C, 


Seo eet ibne eee ces le 
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o (4) "Survey Reports" which have been disapproved by 
the chief _of the j : 


forwarded in duplicate 

Washington, D. C., 

for finil action and review. When action by the 

(eae 7 been compluted, one copy of the 
urvey Report” will be returned through channels to 


the responsible initiating individual. 


a 


10. PROPERTY WORN OUT THROUGH FAIR WEAR AND TEAR 
Q. Weshington Ares 


(1) Branch Supply and Property Officers will oxecute 
"Property Turn-in or Tronsfer Slips", Form No. 36-24, 

in connection with the return of property worn out, or 
otherwise rendered unserviceable through fair wear 

and tear without fsult or neglect on the part of any 
individual, or individuals, or property which has be- 
come obsolete to appropricte supply and property officers 
of the Services Division. The responsible and/or 
accountable individual will be given credit for said 
turn-in on 2 copy of Form No, 36-24, 


(2) Property will not be considured worn out through 
fair weor ond tear, nor will credit be given unless it 
is returned to proper supply channels. The determin- 
ination as to the validity of the fair wear and tear 

of the property will be made by the approprinte Services 
Division Supply Officer accepting the turn-in. 


ikon 


Installations Qutside Washington Are: 


(1) Property worn out, or otherwise rendered un- 
Servicenble through fair wear ond tear without fault or 
neglect on the part of ony individusl or individuals, 
or property which has become obsolete, will be re- 
ture.d to the accountable officer of the station for 
credit. Accountsble officers will either effect repair 
of the items worn out through fair wear and tear or 

will make disposition of said itoms through salvage! 

or other available means, 


| 

| (2) Accountable supply officers will use "Reports of 

| Inventory Adjustment" to clear their stock record 
“ccounts of property which hag been worn out through 
fair wear and tear. Items of this type will be listed 
on a "Report of Inventory Adjustment" with the following 
certificate signed by the accountable supply and 

| property officer and Approved by the chief of station: 
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I certify that the diéand Listed hereon have 
worn out through fair wear ond tear in thx 
ie service of the Government without fault or 
ar neglect on the part of any individual or 
individuals, and that said items are not 
economically repairable. 


Accountable Supply and Property Officer 


APPROVED: 


Chief of Station 


11, "REPORIS OF INVENTORY ADJUSTMENT \ _ 


arpa me an emt was + man 


&. General 
Accountable Supply and Property Officers may utilize 
the "Report of Inventory Adjustment", Form No, 36-16, 
(Sample Attached), cr WDAGO Form No. 44k, to adjust 
discrepancies, woich may appear on their stock second 
accounts, resulting from errors in nomenclature or 
posting. The overages and shortages of like items 4 
should offset one another on the "Report of Inventory 
Adjustment", The use of a "Report of Inventory Ad- F 
Justment" by an accountable supply and property officer : 
will be Limited to reporting property worn out through : 
fair wear ond tear agx outlined in Par. 10 b. (2) 
above, and the correction of nomenclature and/or 
posting errors on his stock record account. 


b. Washington Area 


(1) "Reports of Inventory Adjustment" will be pre- 
pared in quadruplicate by the accountable Branch 
Supply and Property Officer. One copy will be held in 

4 suspense by the originating officer, and the original 
and two copies will be forwarded to the Property Control 
Section for reviewed and final approving action by the 
Chief of Services. 
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(2) After the "Report of Inventory Adjustment" has 
been approved, one copy will be returned to the 
accountable Branch Supply and Property Officer for 
posting to his stock record account, and it will 
subsequently be filed as a valid voucher. When 
necessary, the suspense copy of the "Report of 
Inventory Adjustment" will be posted to the "Accounts 
Control" section of the "Stock Control Cara", and 
filed in the responsible individual's jacket file. 


(3) "Reports of Inventory Adjustment" which are dis- 
“approved by the Chief of Serviced will be returned to 
the accountable Branch Supply and Property Officer 
with instructions that a "Survey Report" be initiated 
in accordance with paragraph 9 above. 


é. Installations Outside Washington Area 
ae aie ee Ee eel Bree. 


(1) "Report of Inventory Adjustment" will be 
prepared in quadruplicate by the accountable supply 
and property officer of the installation, One copy 
will be held in suspense by the originating officer, 
and the original and two copies will be forwarded to 
the chief of station for final approval. Chiefs of 
stations ere enjoined not to approve "Reports of 
Inventory Adjustment" initiated to rectify dis- 
crepaucies other than nomenclature changes and/or 
posting errors. 


(2) After the "Report of Inventory Adjustment" has 
been spproved by the chief of station, one copy will 
be vuturned to the accountable supply and property 
officer for posting to his stock record account, 
and it will subsequently be filed as a valid voucher’. 
The Chief of station will maintain one copy of the . 
"huport of Inventory Adjustment" for file, and one 
copy will be forwarded to the Chief STAT 
Section, Washington, D. C. 
| (3) "Reports of Inventory Adjustment" which are 
\ disapproved by the chief of station will be returned 
to the accountable supply and property officer with 


instructions that a "Survey Report” be initiated in 
accordance with paragraph 9 above, 


STATINTL FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ! 


Executive for Personnel 
and Administration 


Attachments - 9 


Distribution: A 


parE 
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REQUISITION NO. 


| CE %AL INTELLIGENCE GROUP 5 
REQUEST FOR SUPPLIES, EQUIPMENT, OR SERVICE 


DELIVER TO 


ISERVI 


‘ 


CES DIVISION 


‘CHARGE APPROPRIATION 
i OO NOT FItL IN 
q 


é 


CHARGE ALLOTMENT 


PLEASE FURNISH IN ACCORDANCE WITH INSTRUCTIONS ABOVE THE FOLLOWING ITEMS WHICH | CERTIFY ARE NECESSARY FOR USE IN THE PUBLIC SERVICE, 


SIGNATURE : APPROVED . 
' REQUESTING OFFICER CHIEF, SERVICES DIVISION 


QUANTITY UNIT ae 
DOLLARS 


DESCRIPTION OF ARTICLES 


cre rar at 
, 


18 419 2 210 «22:0 «23 24 25 26 2728 0 


FILED BY RECEIPT 


b ICHECKED bY U CERTIFY THAT THE MATERIALS AND / OR SERVICES ITEMIZED ABOVE HAVE BEEN RECEIVED 
: : ‘ : IN THE QUANTITY AND QUALITY SPECIFIED EXCEPT AS OTHERWISE NOTED 
‘IPACKED / DELIVERED BY 


{SHIPPED BY: FREIGHT EXPRESS [] ‘PARCEL POST () mai C SIGNATURE 


/ iGOVT 6/t NO. 


CONTINUATION SHEETS 


aynee nor 


CIA:RDP81-00728R000100020005-7 


& 


CENTS - 
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INSTRUCTIONS 


3. Prepare in quadruplicate. 
2. Do not number requisition. 
3. Since the Services Division will number the requisition and return one'copy to the requisitioning office, 
please refer to requisition number when making any inquiries. 
4. Filling of orders will be accomplished more expeditiously if the following instructions are observed: 
(a). List all items in stock number sequence and all forms in numerical sequence under Standard, Commission, 
and/or other forms. . 
(b) Do not list more than one item on each line. , 
5. This form is not to be used for duplicating or printing and binding requests. 
6. Forward requisition in accordance with prescribed Administrative Instructions. 


PROGRESS 


ty 


40: CIAR 


DP81 -00728R000100020005-7 


DATE 
RECEIVEC 


I 
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NOTE: SEE INSTRUCTIONS ON REVERSE SIDE 


LOCATION INSTALLATION 


ACCOUNTABLE OR RESPONSIBLE INDIVIDUAL (NAME) 


STOCK (2) TOTAL (3) 


(4%) CERCUMSTANCES. (INCLUDE NAMES, DATES AND LOCATIONS) 


(1) DISPOSITION. OF ARTICLES 


1, BEING DULY SWORN,DEPOSES AND SAYS,THAT THE ARTICLES 
OF PUBLIC PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE LOST,DAMAGED,.OR DESTROYED WHILE IN 
THE PUBLIC SERVICE, THE CIRCUMSTANCES BEING AS FOLLOWS: 


SIGNATURE(AFFIANT) 


SUBSCRIBED AND SWORN. TO BEFORE ME. THIS 


en EON 


SIGNATURE(NOTARY PUBLIC OR SUMMARY COURT) 


PROPERTY SURVEY BOARD, WASHINGTON, D. C. FINANCE DIVISION, WASHINGTON, D. C. 
APPROVED 


SIGNATURE (CHAIRMAN) ; . SIGNATURE (CHIEF) 


FORM NO. : ; 
36-18 : : ( 
oct 1946 . 1538) 


-00728R000100020005-7 


° 
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5) FINDINGS 


‘ 


} HAVE PERSONALLY INVESTIGATED ALL AVAILABLE EVIDENCE AS SHOWN IN EXHIBITS TO AND 
“1T 1S MY BELIEF THAT THE ARTICLES LISTED HEREON AND/OR ON ATTACHED SHEETS,TOTAL COST 


SIGNATURE(C INVESTIGATING OFFICER) 


(6) CERTIFICATION (PROPERTY ACCOUNTABLE OFFICER) 


L CERTIFY THAT THE !TEMS LISTED HEREQN AND/OR ON ATTACHED SHEETS APPEAR ON MY. STOCK RECORD ACCOUNT 
AND WERE ISSUED ON M/R TO RESPONSIBLE PERSON INITIATING THIS SURVEY. 


SIGNATURE (ACCOUNTABLE OFFICER) 


(7) RECOMMENDATION (CHIEF OF INSTALLATION - OVERSEAS) 


(DOES OR DOES NOT) SUBSTANTIATE THE FINDINGS OF THE 


INVESTIGATION OF ALL AVAILABLE EVIDENCE 
INVESTIGATING OFFICER. 


SIGNATURE (CHIEF OF INSTALLATION) 


RECOMMENDATION (PROPERTY CONTROL SECTION, WASHINGTON, D.C.) 


SIGNATURE(CHIEF) 


INSTRUCTIONS 


1.CORRECT NOMENCLATURE (SEE C!G STANDARD NOMENCLATURE LIST). 
2.COST TO BE INSERTED BY PROPERTY CONTROL SECTION. WASHINGTON,D.C. 
3.STATE WHETHER ARTICLES WERE LOST, DAMAGED, STOLEN, ETC. 
4.A CONCISE STATEMENT BY RESPONSIBLE PERSON INITIATING SURVEY INCLUDING NAMES,DATES,LOCATIONS,TO WHOM LOSS RE- 

PORTED,ETC. SWORN STATEMENTS SHOULD BE OBTAINED FROM, WITNESSES WHENEVER POSSIBLE TO BE ATTACHED TO EXHIBITS. 
5.REPORT AND RECOMMENDATION OF INDIVIDUAL MAKING ON THE SCENE INVESTIGATION OF LOSS,DAMAGE OR DESTRUCTION. 
6.TO BE COMPLETED ONLY WHEN PROPERTY WAS ISSUED ON MEMORANDUM RECEIPT BASIS. 
7.SHOULD CHIEF OF INSTALLATION DISAGREE WITH FINDINGS OF INVESTIGATING OFFICER,.STATE REASON AND ACTION 
* RECOMMENDED . z 
NOTE: IF SPACE 1S INADEQUATE, ANOTHEP.SHEET MAY BE USED MAKING REFERENCE IN THE SPACE PROVIDED AS FOLLOWS: (SEE 

marKeD*atra Ent), f 
He ae 


ATTACHED SHEET 
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oe on 


| a 
KEPORT OF INVENTORY ADJUSTMENTS 


: STATION OR UNIT : REPORT NO. | | VOUCHER NO. 


ADJUSTMENT 
. 3 RECORDED | INVENTORY 
STOCK NO. NOMENCLATURE 


. $ ¢ _ 
I'CERTIFY that the above inventory adjustments are necessitated by differences between the balances as recorded on the stock record 
cards and the balances counted on the physical inventory made on 


- Authority is requested to reflect the above adjusiments on the stock record cards of the named station supply branch. 


DATE APPROVED 


0 ener ee eI 
ACCOUNTABLE OFFICE e CHIEF OF SERVICES OR CHIEF OF MISSION OR STATION 


FORM NO. a;- 
oct 1946 267!6 


(1473) 


Fae aes 2 . ‘ : : Badal 


00400020005-7° 


HP81-00728RO 


nee weg ee te paps cea amet a mprmneen rman rmm-raitgeaentat mA RONEN WEN ELSTON HENDRY R ETN 


the Maser SU See 
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iad si : 


UASTRICTED 


CHNTRAL DVTRSLLT GSE AULHCY. 
Washinghon, De. Cs 


ADMEINISTRATIVS LYSTRUCTION ‘ : iL May L950 25X1A 
iO; ; oe 


HUbIECT: Revision of Property Accountability Records 


lL. Pending publication of revised property and supply accounting 
regulations, individuals presently appointed to maintain property records 
| for each using activity will comply with instructions set forth herein: 


&e Responsible Officers: Records maintained by Responsible 


$a marae omen mem tio 


Officers will, except as outlined below, be discontinued. Inforna- 


tie proverty records naintained by his vespective Pronerty 

| Accountable Officer, Responsible Officers will take all necessary 
precautions for the proper use, protection, and moveinent of any 
government property which maj come within their custody or comtrol 

ana will continue to initiate requests for supjzlies, equipment, or . 
services in accordance witha current procedures. Responsible Officers 
under the jurisdiction of Contact Division Field Offices will. be 
required to maintain a Voucher Iile containing receiviny and issue 
documents; and Form No. 36-99, Enoloyee Property Issue Record, reflect= 
ing withdrawds of non-expendable portable items from activity location. 


b. Property Accountable Officers: Property Accountable Officers 
will discontinue the maintenance of Files for each Responsible Officer's 
sub-account.s However, postings will be made on Form No. 36-14, Stock 
Control Card, as heretofore. One copy of each debit and credit voucher 
. will be maintained numerically in the Voucher File. In addition to 
| maiutaining @ Voucher File and Form iio. 36-14, Stock Control Card, 
the Property Accountable Offficer will establish and maintain, Form 
No. 35-99, Employee Property Issue tecord, in accordance with instruc- 
tions outlined on reverse side on forme Form No. 36-99 will be 
swepared for each ewployee who has in his custody or is later issued 
tems of a nonsexpendable portabla nature, 


Bie Fes 


ad 


i 

! eo Disposition of Excess Ltems: ALL enployees charged with the ba 

care and custody of property of a noi-expendable portable nature will be 

responsible for the return of same, to the Accountable Officer, when it 

becomes excess to their needs, In the event 1 individual returns only a 

portion of the total items charged on Form No. 36-99, the Accountable 
Officer will indicate the date of receivt and initial in the space opposite 
the item. or items ‘returned, In the event that all items are returned, a 
vertical line will be dravm in the "Property Returned! portion of the form, 
beginning with the first and ending with the last item. The Accountable 
Officer will sign in the space provided in the lower right-hand corner 
on the face of Form No. 36-99, Property of a non-expendable portable 


RESTRICTED 


ae 
Treen anton etre RAE REDON PIG: TOBE PAPEOSTEOT AS AORN ee Pat 


se epee te ene pg Fa ey ee 
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nature received by an Accountable Orficer will either be reissued, 


using the above prescribed procedure, or will be considered surplus 


to the needs of the activity and returned throw.h normal supply channels. | 


3e Property Clearances: In the event an employee is separated 
or transferred from the activity to which he is assigned, the Accountable 
Officer will be responsible for debterminine that all items charged on 
Form No. 36-99, imployce Property Issue Record, are rcoburned in such 
condition as received, reasonable wear and tear excepted, before issuing 
a property clearance for the employee concernede. ' 


le Audit: Property records maintained, as outlined above, will - 
be subtiect to inspection and audit by the Audit Group, Services Division, 
Administrative Staff... 


FOR TLS DIRECKOX OF CENTRAL INTELLIGHICE: 


ACTANE sXCCUULVE 


DISTRIBUTION: A. : 


RwoTALOTAD 
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: &: een at no. 64, e | | Risa ane i ; 
: Office Memorandum + wntrep states GOVERNMENT 
TO : Acting Executive DATE: 2), April 1980 


FROM : Ifanagement Officer 25X1A 


SUBJECT: Revision of Administrative Instruction 2 oe 
: 25X1A 


1. The attached revision to Administrative Instruction vol _| 
provides for discontinuance of property records by Responsible Officers, 
This change was recommended in Management Survey of Services Division 
in May 199. 


2e The Administrative Instruction has been fully coordinated. 
Following are comments received together with our remarks, 


a. Special Support Staff 


Comments: Very large accounts should be split to lessen 
i burden on any one Accountable Officer, 


Management remark: Concur. This can be accomplished by 
administrative action without change in regulations. 


Comment: Overages in one account be allowed to balance 
out shortages in adjacent account. 


Management remark: This is now being done on routine 
basis by Audit Group, Administrative Staff. 


be OPC ~ S55 


Comment: Property Survey Board should publish policy govern- 
ing property surveys for the guidance of Accountable Officers. 


Management remark: Inasmuch as the Survey Board is not 
regulatory and deals only with specific cases it is in no 
position to publish general policy. 


SESE KAY OSA TE TISSUE mG SR pee tae Pye eS UP ett gegen erga tg ee punyeen oem ge 


Ce 00 


Comment: Employees transferring from one office to another 
should be required to obtain final payment clearance. 


Management remark: The notification of transfer is an _ 

internal administrative matter of the office concerned. 

Internal office procedure should not be published in 

Agency regulations, 92 /MHfele ras B/A- Ne ye Till 


OA CLA — 

: 
pesTe Gap ss 
ANKLS Tb eo | . : 


| 


25X1A 
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] Office Memorandum + UNITED STATES GOVERNMENT 


‘TO °: Acting Chief, PSD/SSS DATE: 7 April 1950 
FROM : Assistant Chief, Suyply Branch 


SUBJECT: Proposed Procedures for Domestic Property Records. 


1. Based on the experience of the undersigned as the accountable 
officer for Branch Account #70, from its inception, until approximately 
one year ago, the following comments are rendered in reference to the 
proposed procedure for property accountability. 


2, There is no argument as to the basic premise that the attached 
procedure will reduce, to a limited extent, a duplication of record-~ 
keeping. It is believed, however that this procedure will nullify a 
sense of property consciousness which has been built up over a period 
of years and although this is an intangible factor, it still remains a 
very positive element in good property procedures. 


3. In those cases where small accounts are maintained in a central- 
ized location by accountable officers, the proposed procedure will be an 
improvement. The proposed procedure will however put a further workload 
: and a corresponding unfair burden on the accountable officer of a large 
; property account. An example of a large account can be seen in Branch 
Account /'70, which embraces the majority of "L" Building, including 
approximately six wings, head space and two floors. Within the same 
; building are two smaller branch accounts and the building is also connected, 
; by corridors, with "K" Building, where other activities of this Agency . 
are located. It should be bornein mind that the non-expendable property 
of this Agency is not numbered and an inventory of one account, which 
might indicate shortages could quite possibly be balanced out by the 
inventory of an adjacent account, with corresponding overages. 


£ 
i, 
“ 

aR 


SSPE ER OY Te ee 


4, Tne attitude of the Property Survey Board (Overt) is a very 
important consideration, in conjunction with the property procedures. A 
board with members who follow to the letter property regulations as to 
accountability, could place an accountable officer in an unteneable 
pesition and the accountable officer, under the proposed procedure, 
nf would have no responsible officer records to rely on in the maintenance 
Vv of this large property account. 


SIFT TEA 


ERA ET 


FRSA GES 


vat 


coaicres 


5, Based on the above, the following recommendations are submitted: 


a. That consideration be given to breaking down the large accounts 
and enabling accountable officers to more closely monitor and guide the 
property traffic. This is to be accomplished if the procedures are 
approved. 


cpp AEP A OT 


b. That the proposed procedure be submitted to the Property 
Survey Board for an indication of the Board's attitude to property 
survey under this procedure. 
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: c. That some means be provided for the proper credit 
of inventory overages within an account to balance the in- 
ventory shortages occurring in an adjacent account. 
: i) 

d. that due consideration be given to the intangible / 
factor of property censciousness now present and to the 
fact that the procedure now in force has been operating 
successfully for approximately four years. 


r 


STATINTL 
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SUBIMCT s Draft of Administrative Instruction re Proper ty 
Accountability Records 


Le ‘this office concurs with the draft of advinistrative 


Tus truction Hoof | subjects Jevision of Proparty Accountability 
Records, 25X1A 
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12 April 1950 


MEMORANDUM FOR: MANAGEMENT OFFICER 


SUBJECT: Draft of Administrative Instruction re Property 
Accountability Records. 


1. This office concurs with the draft of Administrative 
Instruction ff Subject: Revision of Property Accountability 
Records. 


2 The proposed procedure would appear to constitute an improve~ 
ment over the vresent procedure inasmuch as it eliminates duplication 
of records. It will, however, place an additional burden on the 
Accountable Officer. 


Se Since the account of OPC will continue to expand for some 
time, it is believed that the following recommendations should be 
given due consideration before the adoption of the proposed procedure: ILLEGIB 


ae ‘That the Property Survey Board (overt) establish and |” 
publish appropriate policy governing property surveys for the 
guidance of Accountable Officers. Such policy should be an 
elaboration of CIA Administrative Instruction 


b. That provisions be added $0 the proposed instruction to 
enable Accountable Officers to offset property shortages in.on 
account against like overages in another account. 


& 
% 


4 e yf 4 
Assistant Director for 
Policy Coordination 


Conve] 
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12 April 1950 


MEMORANDUM FORs MANAGEMENT OFFICER . 
Draft of Adminietrative Instruction re Property 


SUBJECT » 
Accountability Records. 
STATINTL 1. This offiee concurs wlth the draft of Administrative 
Instruction Subject: Revision of Property Accountebility 
Records. 


2 The proposed procedure would appear to constitute an improve- 
ment over the present procedure inasmuch as it eliminates duplication 
of records. It will, however, place an additional burden on the 


Aocsountable Officer, 


STATINTL 3. Since the account of OPC will continue to expand for acme 
tine, it ls believed that the following recommendations should be 
given due consideration before the adoption of the proposed procedure? 


ae That the Property Survey Board (overt) establish end 

. publish appropriate policy governing property surveys for the 

guidance of Accountable Officers. Such policy should be on 
elaboration of CIA Administrative eas erucheee 


be That provisions be added +o the proposed instruction to 
enable Accountable Officers to offset property shortages in one 


account against like overages im another accoumt. 


. FRANK. Ge WISNER 
Assiktent Director for 
Policy Coordination 


i> oy 


#4 we or 


RES: 


IESE RTS EB MR 


feo REE Tr wet tee 


PE thet oan oe, 


te 


Approved For Release 2003/03/10 : CIA-RDP81-00728R000100020005-7 


Office Memorandum + omrrep states GOVERNMENT 


TO ‘ Management Officer DATE: 14 April 1950 


: FROM : Chief, Advisory Council 
STATINTL ; 
SUBJECT: Administrative Instruction| _| Proposed, 


1. This office concurs with the draft of Administrative 
STATINTL Instruction No. [~ __| subject: Revision of Property Accountability 
Records. 


2. Comments; 


The Memorandum as drafted assigns Responsible. Officers 
two functions: 1) "take all necessary precautions for the proper use, 
protection, and movement of any government property which may cone 
within their custody or control"; and 2) continue to initiate requests / 
for supplies, equipment, or services", 


Since the first function is equally applicable to 
gach employee of the Agency, it would appear that the Responsible 
Officers as such could be eliminated from the property accountability 
procedure, leaving function 2) to be carried out for each office 
by pertinent administrative personnel therein, 


STATINTL 
aptain, USN 


Chief, Advisory Council 
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Coordination Page Dialer 
MEORANDUM TO: Manavement Officer DATE 11 April 1950 
PROM: | Assistant Director for Officé of Operations 

SUBJECT : Draft of Administrative Instruction re Property 


Accountability Records 


1. This office concurs with the draft of Adwinistrative . 
Tnstruction i | Subject; .evision of Property Accountability 


Records, 


It is suggested that a paragraph be added to the Instruction 
providing that each employee transferring from one activity to 
another within the Agency be cleared by means of the Final 
Payment Clearance Sheet, form 34-30, as is any employee who 
resigns. It is now possible for an employee to transfer within:* 
the Agency without such clearance. 


Sicnature GEORGE G. CAREY 
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PONGLASSIFIED) RESTRICTE’ « CONFIDENTIAL SECRET 
bi ; (SEND WALL CIRCLE CLASL. -1CATION TOP AND BOTTOM) 
c ‘ ' CENTRAL INTELLIGENCE AGENCY 


OFFICIAL ROUTING SLIP 
DATE 


INITIALS! DATE 


~ 
: - » (SD 
Chief, Services Division Vu UV 


| | C“Tapprovat [J weormation © = L- 1 si enarure 
[Tac T10N [___] DIRECT REPLY [_] RETURN 
(—eomment [7] preparATION OF REPLY L——] DISPATCH 

[CTT Teoncurrence [2] recommenoation [I Five 


Management Officer 


“mT? - 7. 
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3) 

R 

on 

oO 


REMARKS: 


| 

| It is requested that the attached 
proposed Administrative Instruction be issued at 
{ 


an early datoe ATiaA 
: Nee 


gee Tee. 


SECRET CONFIDENTIAL RESTRICTED (UCLASSIFIED |% 


FORM NO. es ae gascee 
sep 1947 20°4 
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REMARKS: 
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CENTRAL INTELLIGENCE AGENC x 
Washington, D, C, 


Sy 
ADMINISTRATIVE a a | “ § March 1950 
NO. | 


SUBJECT: Revision of Property Accountability Records 


re ee uw? Pending publication of revised property and supply accounting 
raya hens , individuals presently appointed to maintain property records for each . 
_ using activity will comply with instructions set forth herein: 


we 
a. Responsible Officers: Records maintained by Responsible a ea 
Officers will, except as outlined below, be discontinued. Infor- ca Ae 
mation pertaining to quantities of items or other problems arising ye wo 
relative to a Responsible Officer's sub-account may be obtained < cea 


from the property records maintained by their respective Property re . 
Accountable Officer, Responsible Officers will ¥e-wesponssitds for i 

the proper use, protection » @nd movement of any government property 

which may come within their custody or control and will continue to 

initiate requests for Supplies, equipment, or services in accordance 

with current procedures, Responsible Officers under the jurisdiction ; 
of Contact Division Field Offices will be required to maintain a 

Voucher File containing receiving and issue documents 3 and Form No, 

36-99, Employee Property Issue Record » reflecting withdrawals of 
non-expendable portable items from activity location, 


-b. Property Accountable Officers: Property Accountable Officers 


will discontinue the maintenance of files for each Responsible Officer's 
sub-account. However, postings will be made on Form No, 36-14, Stock 
Control Card, as heretofore. One copy of each debit and credit. voucher 
will be maintained numerically in the Voucher File, In addition to i 
maintaining a Voucher File and Form No. 36-14, Stock Control Card » the 
Property Accountable Officer will establish and maintain, Form No. 
36-99, Employee Property Issue Record, in accordance with instructions 
outlined on reverse side of form, Form No. 36-99 will be prepared for ~ 

‘ each employee who has in his custody or is later issued items of a 
non-expendable portable nature, 


2. Disposition of Excess Items: All employees charged with the care and 
custody of property of a non-expendable portable nature will be responsible for 
the return of same, to the Accountable Officer, when it becomes excess to their ; 
needs. In the event an individual retums only a portion of the total items : 
eharged on Form No. 36-99, the Accountable Officer will indicate the date of 
receipt and initial in the space opposite the item or items returned, In the 
event that all items are returned » & vertical line will be drawn in the "Property 
Returned" portion of the form, beginning with the first and ending with the last 
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item. The Accoumtable Officer will sigm in the space provided in the lower 
right-hand corner on the face of Form No. 36-99, Property of a non-expendable 
portable nature received by an Accountable Officer will either be reissued, 
using the above preseribed procedure, or will be considered surplus to the 
needs of the activity and returmed through normal supply channels, 


3. Property Clearances: In the event an employee is separated or 
transferred from the activity to which he is assigned, the Accountable Officer 
will be responsible for determining that all items charged on Form No. 36-99, 

Employee Property Issue Record, are returned in such condition as received, 
reasonable wear and tear excepted, before issuing a property clearance for the 
employee concerned, 


4. Audit: Property records maintained, as outlined above, will be subject 
to inspection and audit by the Audit Group, Services Division, AS, 
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SUBIECT: Revision of Property Accountability Records 
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Le Pending publication of revised property and supply accounting 
regulations, individuals presently appointed to maintain property records 


for each using activity will comply with instructions set forth herein: 


P ie Responsible Officers: Records maintained by Responsible 
Officers will, except as outlined below, be discontinued. Informa- 
tion pertaining to quantities of itews or other problems arising 
relative to a Responsible Officer's sub- garnet nay be obbained from 
bhe proverty records maintained by his espective Property 

B Accountable Cfficer. Responsible officers will take all necessary ° 
Ee precautions for the proper use, probection, and movement of any : 
govermnent property which may come within their custody or control ‘ 
and will continue to initiate requests for sup,lies, equipment, or 
services in accordance with current orocedures. Responsible Officers 
under the jurisdiction of Gontact Division Field Offices will be 
required to maintain a Voucher Tile containing receiving and issue 
documents; and Porm No. 35-99, unployee Pro.ertiy Issue Record, reflect~ 
ing witha? avtals of non-—expondable portable ibeus from activity Location. 


STEM IP ie rene, 


TON Ree 
cet 


dsprawiit ee 


De Property Accountable Officers: Property Accountable Officers 
will discontinue the maintenance of Files for each Responsible Officer's 
sub-accounbte However, postings will be made on Form No. 36-1, Stock 
Control Card, as heretofore « Cne copy of each debit and credit voucher 
will be maintained numerically in the Voucher File. In addition to 
maliutaining a Voucher File end Form Wo. 36-14, Stock Control Card, 
the Property Accountable Officer will establish and maintain, Form 
No. 36-99, Employee Property Issue Record, in accordance with instruc- 
tions outlined on reverse side on form. Form No. 36-99 will be 
prepared for each employee who has in his custody or is later issued 
items of a nonsexpenaable portable nature. 
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2. Disposition of txcess Items: All employees charged with the: 
and custody of property of a non-expendable portable nature will be 

pecnore tile! for the return of same, to the Accountable Officer, when it 
becomes excess to their needs, In the event an individual returns only a i 
portion of the total items charged on Form No. 36-99, the Accountable 
Officer will indicate the date of receipt and initial in the space opposite | 
the item, or items returned. In the event that all items are returned, a 
vertical line will be drawn in the "Property Returned" portion of the form. 
beginning with the first and ending with the last item. ‘The Accountable 

; Officer will sign in the space provided in the lower right-hand corner 

‘) on the face of Form No. 36-99, Property of a non-expendable portable 
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. nature received by an Accountable Officor will either be reissued, 

i using the above prescribed procedure, or will be considered surplus 

: to the necds of the activity and returned throu, normal supply channels. 
: 

| | 3e Property Clearances: In the event an employee is separated 

' or transferred from the activity to which he is assigned, the Accountable 
: Officer will be responsible for determining that all items charged on 

: Form No. 36-99, umployee Property Issue Record, are returned in such 

i condition as received, reasonable wear and tear excepted, before issuing 
a property clearance for the employee concerned, 
i Le Audit: Property records maintained, as outlined above, will 

: be subject to inspection and audit by the Audit Group, Services Division, 
: Administrative Staff. 
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